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10 Tips for Professional Document

Formatting

TO OUT STOCKHOLDERS

strategic Highlights
e've added a few tips (like this one) to help you get started.
When you tap tip text. the whole tip is selected. Just start typing to replace it with your own.

Financial Highlights

The headings are typical annual report headings that you might want to use as-is.

Operating Highlights

Think a document that looks this good has to be difficult to format? Think again! To easily
apply any text formatting you see in this document with just a tap, on the Home tab of the
ribbon, check out Styles.

“Got something very important to point out fo your readers?

Use tfis bar to make it stand out ™

Looking Ahead

View and edit this document in \Word on your computer, tablet. or phone. You can edit text;
easily insert content such as pictures, shapes. and tables; and seamlessly save the document
to the cloud from Word on your Windows, Mac, Android. or iOS device.

Chief Executive Name
Chief Executive Title

FINANCIAL SUMMARY

Use this section to give a brief summary of your financials, highlighting
important points. Some of the sample text in this document indicates the name
of the style applied. so that you can easily apply the same formatting again.

* For example, this is the List Bullet style.
* Here is another sentence formatted in List Bullet style.

You can find easy-to-use tools on the Insert tab, such as to add a hyperlink. insert a
comment, or add automatic page numbering.

View and edit this document in Word on your computer, tablet. or phone. You can edit text:

easily insert content such as pictures, shapes. and tables; and seamlessly save the document
to the cloud from Word on your Windows, Mac, Android. or iOS device.

In the professional world, how you present information is just as important as the

information itself. A well-formatted document not only looks aesthetically pleasing but also

builds trust and authority. Whether you are delivering a project report, a business proposal,

or atechnical guide, formatting is the silent ambassador of your brand.

Here are 10 expanded, professional tips to transform your documents from average to

exceptional.

1. Consistent Typography: The Foundation of Design

Typography is the voice of your document. While it might be tempting to use fancy fonts,

professionalism relies on clarity.

¢ The Rule: Limit yourself to two typefaces at most. Use one serif or sans-serif font

for headings (e.g., Montserrat, Arial) and a highly readable serif or sans-serif for body
text (e.g., Merriweather, Georgia, Open Sans).
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e ProTip: Avoid generic fonts like Comic Sans. Stick to your chosen font family
throughout the entire document to maintain a cohesive look.

2. Master Your Spacing

Nothing kills readability faster than a "wall of text." Proper spacing allows your content to
breathe.

e Line Spacing: Set your body text line spacing between 1.15 and 1.5. This standard
ensures that lines don't feel too cramped or too disconnected.

e Paragraph Spacing: Instead of hitting "Enter" twice, use the "Add Space After
Paragraph" setting in your word processor. This ensures consistent gaps between
ideas without manual errors.

3. Establish a Clear Visual Hierarchy

Readers should instantly know what is a main topic, a sub-topic, and detailed content just
by glancing at the page.

e Howto doit: Use size, weight (boldness), and color to distinguish levels. Your main
title (H1) should be the largest, followed by subheadings (H2, H3).

e Contrast: Headings should be significantly bolder than the body text to guide the
reader’s eye down the page naturally.

4. Embrace White Space
"White space" (or negative space) is not empty space; it is an active design element.

e Why it matters: White space prevents visual clutter and reduces cognitive load,
making your document less intimidating to read.

¢ Application: Use generous margins (standard 1 inch) and ensure there is padding
around images and between sections.

5. Professional Alighment
While centered text looks artistic for invitations, it is hard to read in long documents.
¢ The Standard: Stick to Left Alighment for all body text.

« Avoid Justified Text: "Justified" alignment often creates uneven gaps between
words (known as "rivers"), which disrupts reading flow. Left-aligned text creates a
"ragged right" edge that is easier for the eye to track.
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6. Use High-Quality Visuals
Images act as anchors for your text, but low-quality images can ruin your credibility.

e Quality First: Always use high-resolution images. Avoid pixelated, stretched, or
watermarked visuals.

e Relevance: Ensure every image serves a purpose—whether to explain a concept or
provide context—rather than just being decoration.

7. Curate a Strategic Color Scheme
Color evokes emotion and draws attention, but too much color looks chaotic.

¢ The 60-30-10 Rule: Use a primary neutral color for 60% of the document
(background/text), a secondary brand color for 30% (headings), and an accent color
for 10% (call-to-action or highlights).

e Readability: Ensure there is high contrast between your text color and background.
8. Leverage "Styles" for Efficiency

Manual formatting (highlighting text and clicking bold/font size every time) is prone to
errors.

o The Solution: Use the "Styles" pane in MS Word or Google Docs (e.g., Heading 1,
Heading 2, Normal).

« Benefit: This guarantees that every heading looks exactly the same. If you need to
change a font later, you modify the Style once, and it updates the entire document
instantly.

9. Structure for Skimmability
In the digital age, people rarely read word-for-word; they scan.
o Logical Flow: Organize content with clear headings and subheadings.

e Bullet Points: Use bullet points (like this list) to break down complex information
into digestible chunks. This makes key data easy to find and scan.

10. The Final Polish: Proofreading
A beautifully designed document loses all value if it is riddled with typos.

e The Checklist: Check for spelling errors, grammar mistakes, and broken links.
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e Formatting Check: Look for "orphans" (a single word left on a new line) or headers
stranded at the bottom of a page.

+ Review: Always have a fresh pair of eyes review it, or use tools like Grammarly
before finalizing.

Conclusion

Professional formatting is about removing friction between the reader and your message.
By applying these 10 tips, you ensure that your expertise shines through, and your
documents leave a lasting, positive impression.
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